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TARY OF STATE 
VES AND HISTORY 

APPLICATION FOR RECORDS RETENTION-SCHEDULE 

I. Dates of Series 
Iarl iest Latest 

1 9 7 5 1  P resen t  -- ~ 

- 
5. Records Series Title (followed by title used in office; if different) 

S P E C I L  STUDIES AND REPORTS FILES 
' 

- ~ ~- 

Headed by a D i r e c t o r ,  t h e  Human Development Div is ion  performs a l l  t h e  func t ions  r e l a t i n g  t o  
budget a n a l y s i s  and po l i cy  planning f o r  those  agencies  of S t a t e  Government r e spons ib l e  f o r  
adminis te r ing  State l a w s  r e l a t i n g  t o  s o c i a l ,  h e a l t h  and o t h e r  human services. These 
agencies  are t h e  Departments of Human Resources, Veterans Se rv ice ,  Labor, Medical Ass is tance ,  
and t h e  State  Board of Workmen's Compensation. Also, from time-to-time, t h i s  Div is ion  may 
b e  requested t o  conduct s p e c i a l  s t u d i e s  f o r  t h e  OPB Di rec to r  o r  t h e  O f f i c e  of t h e  
Governor. 

__ - -__ --- ~ 

I. Record Series Description 

Documentsrelating to: 

This file contains the following documents (include form numbersand titles, if any): 
Attach samples of the file. 

r eques t ing  and conducting s p e c i a l  s t u d i e s  f o r  t h e  D i r e c t o r  of OPE, o r  the 
O f f i c e  of the Governor, and r e p o r t i n g  t h e  r e s u l t s  of the s p e c i a l  s tudy .  

a copy of t h e  f i n a l  r e p o r t ;  background d a t a ;  working papers  and ana lyses  
information;  correspondence; a l s o  included may be  d i r e c t i v e s ,  procedure 
manuals o r  i n s t r u c t i o n s ,  work p l ans ,  p u b l i c a t i o n s ,  p u b l i c i t y  materials, 
maps, p u b l i c  hea r ing  information,  b u l l e t i n s ,  news a r t i c l e  r e p r i n t s ,  and 
o t h e r  material d i r e c t l y  r e l a t e d  t o  the s p e c i a l  s tudy  o r  r e p o r t .  

Included are: 

File i s  arranged: c h r o n o l o g i c h l y  by year  s tudy  conducted ; thereunder  a l p h a b e t i c a l l y  by 
t i t l e  of s tudy  or r e p o r t ;  thereunder ,  raw d a t a  may be  arranged alphabefi: 

-- -~ ca l lv  o r  numerica_llv. __ -. 
3. Monthly Reference Rate 

One to six months old 
How often are records referred to which are: 

; Seven to twelve months old ; Thirteen to twenty-four months old 
twenty-five months and older ? 

- I  * Other (specify) - Letter-size drawers ; Legalsize drawers ; Shelves ~ 

-_I-__ _- - I_- _ _  !. Annual Rate of Accumulation of Remrdr 

\ - 
_a_F_ 

- ~- 
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. - - . ~  ~ __ . ~ 
~ 

~~ 
~~ ~ ~~ ~ 

- - , .  _ _ ~ .  ___ ~~ 
~~ _ . NO&o~&S'tionnaire ~~. (Place an "X'' in the propeeglumn) ~~ 

- 
,r _- ~ 4 a. Is this the official copy of the series? - 7 * ~~= ! .  

- ~. _. ~ - . .  __- .. . .~ 

information requiring security handling? If yes, cite law or regulatiom 

- 

X 
X 
-- 

~ 

g. Is the information contained in this series ever ana!yzed and/ [ recorded in a summarized report? 

h. I s  there a duplication of t h i s  series in your office, or in another office or agency? 
~~ Ifies. anach CQPY ,___ re~Ortls_includedm..thelle - ~~~ __  __ -. ~__  

. - .__- . 
~~ 

_-lf_us,_where2 __ __--- ____.___ 

sometimes-but used as working papers _LRoem~record.-sedes resultinammDutermrlntaut2~. _ _ ~ - ~ ~  
i. ~ Is thisserier iQr a maic!r~~tim afitl .regulackrnicmxtfihd2__ _____ _. I_ __ _-~_ 

~~ ~~ 

11. Retention Requirements The following requires the series to be kept: 

-----years. 1. Audit period - __I . ~ y e a r s .  a. State Law 
b. Statute of limitation --years. e. Administrative need -~ 2; __.__.years. 
c. Federal law -~. -~=----vears. f. Federal retention instructions ,---v-~--~-.years. 

*t 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

- * m -  - ~-.--_- ___.___I __ -i-__ 12 ADorwed Disposition Instructions This agency recommends that  the file series be cut otf at  tht end of each: 
0 Calendar Year; U Fiscal rear; 0 Other ___l_l_ then, 

0 Hold in the current fi les area --- I month(s) ---year(s); then 
0 Transfer to local holding area, hold -------year(s); then 
0 Transfer to State Remrds Center; hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
IX Other ISpecif'y) 

-year($); then 

. Cut off file upon completion of study and submission of final report; remove from the 
active file and place in the inactive file; cut off the inactive file at end of each 
calendar year, hold in current files area 2 years; then retire to State Archives. 

-- r . .  . . .  _. - . _ .  . .. Nuic-wnen transrerring records to Archives ae sure to note on tne mansmittai rorm 
(form AR 48-71) the following: (1) the Title of the study or report, (2) the purpose 
of the study or report, and (3)  the type of documentation or information contained in 
the files. 

These instructions apply to a l l  prior and future accumulations of the series. 

kommendations in para- 
lraph 12 are approved. 
'If disapproved, attach letter 
rf explanation.) 

Attorney General/Designee 
9-50-71; Rw.  76 

_ ___ -- 


